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ValueOptions® is committed 
to helping people improve 
their lives and their personal 
effectiveness. Training 
programs allow us to increase 
the visibility of the employee 
assistance program (EAP) and 
reach out to your employees 
with practical information, 
strategies and resources for 
resolving concerns.

VAlueOPTIONS® TRAINING PROGRAMS
Educational Workshops for Employees and Supervisors
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AbOuT The TRAININGS
This catalog describes the training workshops that we offer on a wide range of 
important work and life issues. Each training is scheduled to take approximately 60 
to 90 minutes to complete, has been developed by a subject matter expert and is 
delivered by an experienced trainer. We develop new trainings on an ongoing basis; 
if you are interested in training on a topic that does not appear in this catalog, please 
contact your account executive or our training team.

eNSuRING wORkShOP SucceSS
Our training professionals will work with you throughout the process of planning, 
promoting and evaluating a program. Specifically, here are some of the key steps 
that will maximize its effectiveness:

ASSeSS The NeedS Of yOuR wORkfORce. EAP utilization trends, 
demographics and employee and manager surveys can provide useful guidance. It’s 
also important to consider any significant changes underway at the worksite or in the 
community.

SelecT A TRAINING PROGRAM(S) ThAT AddReSSeS ThOSe 
NeedS. We offer a variety of topics on mental health, personal development, legal/
financial, work/life and workplace issues.

cOORdINATe lOGISTIcS. Start the process at least SIX weeks before you 
would like to hold the workshop. Let us know the date, time and location and we’ll 
find an expert facilitator. (We request 6 weeks’ notice so that there is ample time 
to secure a facilitator, and so that the facilitator has adequate time to prepare and 
customize the training if necessary.) Work with your internal departments to secure a 
location, projection equipment, flip chart, etc. If there are any unique logistical needs, 
we can collaborate to design a viable solution.

PROMOTe fRequeNTly. Using a variety of communication mediums 
(posters, e-mails, intranet notices, etc.), tell your workforce what they can gain from 
attending. Ask them to reserve a seat. We can offer tips and tools to publicize the 
workshop.

eVAluATe. Attendance and evaluation forms provide critical measurements of 
success. Reporting back to senior management will help garner support for continued 
programming.
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TRAININGS cAN MeeT wORkfORce 
deVelOPMeNT GOAlS
Our trainings can match your needs in a number of ways. Some examples of 
how your workplace can use trainings are:

deSIGN A SuSTAINed PROGRAM TO MeeT cOMPANy GOAlS. 
Many companies select a group of trainings when targeting a specific goal. For 
example, if a company is attempting to enhance communication within a team, 
trainings such as “Effective Workplace Communication,” “Successful Team 
Building” and “Dealing With Difficult People” may be scheduled over the course 
of several months.

cAPITAlIze ON MONThly heAlTh ObSeRVANceS TO buIld 
AwAReNeSS ON ISSueS. For example, during Domestic Violence 
Awareness Month in October, you may want to host the training seminars 
“Corporate Response to Domestic Violence” or “Corporate Response to 
Domestic Violence: A Manager’s Guide.”

TOP 10 TRAININGS
Not sure where to start? Consider requesting one (or more!) of our most frequently-
requested trainings:

1. Managing Stress for Life
2. Stress Management and Healthy Well-being
3. Managing Change
4. Building Resilience
5. Successful Team Building
6. Effective Workplace Communication
7. The Power of Positive Thinking
8. Gaining Power by Changing the Way You Think
9. Downsizing: Gaining Resilience and Moving Forward
10. Getting Started: Financial Basics
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TAble Of cONTeNTS
PSychOlOGIcAl ANd behAVIORAl heAlTh
ADHD in Children and Adolescents ............................................................................ 8
Building Resilience: Let Stress Roll Off of You  ......................................................... 8
Coping With the Aftermath of Trauma  ...................................................................... 8
Corporate Response to Domestic Violence ............................................................... 8 
Depression: More Than the Blues ............................................................................... 8 
Good Grief: Coping With Loss ...................................................................................... 8 
Having the Time of Your Life: Enjoying the Transition to Retirement .................... 8 
Healthy Eating and Stress Management ................................................................... 9
Keeping the “Happy” in Holidays ................................................................................. 9 
Laugh It Off: Use Humor to Combat Stress ............................................................... 9
Managing a Chronic Illness: Don’t Let the Condition Define You ........................... 9
Managing Anxiety .......................................................................................................... 9
Managing Stress for Life .............................................................................................. 9
Memory Fitness: Protecting a Valuable Asset ........................................................... 9 
Positive Psychology: The Search for Happiness .....................................................11
Stress Management and Healthy Well-being ..........................................................11  

PeRSONAl deVelOPMeNT
Anger Management ....................................................................................................11 
Creative Ways to Resolve Differences ......................................................................11 
Gaining Power by Changing the Way You Think .....................................................11 
Getting Back to Normal: When “Normal” Has a New Meaning ............................11
Getting Healthy for Life ...............................................................................................12 
Kick It! Successfully Quit Tobacco Use .....................................................................12
Managing Change .......................................................................................................12
Managing Health Behavior Change ..........................................................................12
Sleep: Understanding the Basics ..............................................................................12
The Power of Positive Thinking .................................................................................12
Time Budgeting: Getting It All Done .........................................................................12 

leGAl/fINANcIAl ISSueS
Estate Planning, Wills and Trusts  .............................................................................13
Financial Uncertainty: What to Do—Today! ..............................................................13
Getting Started: Financial Basics ..............................................................................13
Legal Issues for Older or Disabled Relatives  ..........................................................13
Powers of Attorney and Advance Directives ............................................................13

wORk/lIfe ISSueS
Achieving a Better Work-Life Balance  .....................................................................13
Adolescents and Drugs: A Guide for Families  ........................................................15
Caring for Aging Relatives: Resources and Strategies  .........................................15
Family Matters: Nurturing Your Most Important Relationships ............................15
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Getting Involved in Your Child’s School: A Guide for Working Parents  ...............15
How to Select Child Care  ...........................................................................................15
Relationship Success for You and Your Partner .....................................................15
Single Parenting Success  ..........................................................................................16
Successful Parenting  .................................................................................................16
Talking to Your Aging Relatives About the Future  .................................................16

wORkPlAce ISSueS
A Guide to Assertive Communication  .....................................................................16
Avoiding and Coping With Burnout ...........................................................................16
Dealing With Difficult People.....................................................................................16
Downsizing: Gaining Resilience and Moving Forward............................................ 17
Effective Workplace Communication ....................................................................... 17
Employee EAP Orientation .........................................................................................17
Managing Multiple Priorities at Work ....................................................................... 17
Nurturing Respect in the Workplace ........................................................................ 17
Recognizing and Responding to Signs of Aggression in the Workplace ............. 17
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Substance Abuse Awareness and Assistance  .......................................................19
Successful Team Building  .........................................................................................19
Successful Telecommuting: A Course for Employees ............................................19
The Survivor’s Guide to Downsizing: What’s Next? ................................................20
Thriving in a Multigenerational Workplace ..............................................................20
Valuing Diversity in the Workplace  ..........................................................................20

fOR MANAGeRS ANd SuPeRVISORS
Corporate Response to Domestic Violence: A Manager’s Guide  ........................20
EAP Orientation for Supervisors  ...............................................................................20
Guide for Supervising an Employee With a Disability ............................................20
Managing Aggression in the Workplace  .................................................................21
Managing Anxiety in the Workplace  ........................................................................21
Managing for Top Performance .................................................................................21
Managing Remote Workers Successfully  ...............................................................21
Member Assistance Program Orientation for Union Representatives ................21
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for Union Representatives and Supervisors  ...........................................................21
Performance Management in an Environment of Uncertainty ............................21
Reasonable Suspicion Drug Testing .........................................................................22
Responding to Substance Abuse in the Workplace  ..............................................22
Responding to Substance Abuse in the Workplace: DOT Style  ...........................22
Sexual Harassment: A Training for Managers and Supervisors ...........................22
Successful Telecommuting: A Course for Managers .............................................22
The Survivor’s Guide to Downsizing: For Managers ...............................................22
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PSychOlOGIcAl ANd 
behAVIORAl heAlTh
Adhd IN chIldReN ANd AdOleSceNTS 
This workshop helps participants understand the biological, social and 
psychological underpinnings of ADHD, and offers strategies and resources to 
help individuals with ADHD and their families.
Training duration: 90 minutes

buIldING ReSIlIeNce: 
leT STReSS ROll Off Of yOu
Resilience is not developed overnight. It’s the result of numerous factors and life 
experiences. Participants learn to recognize, assess and promote resilience in 
themselves and others.
Training duration: 60-90 minutes

cOPING wITh The AfTeRMATh Of TRAuMA
Participants learn how to identify how traumatic events impact their lives and the 
lives of those around them, both at work and at home. The possible reactions of 
children and how to deal with them are also discussed.
Training duration: 60 minutes

cORPORATe ReSPONSe TO dOMeSTIc VIOleNce
This interactive workshop is designed to raise employee awareness about this 
serious societal problem and educate participants about steps they can take to 
prevent or curtail instances of domestic violence.
Training duration: 60-90 minutes

dePReSSION: MORe ThAN The blueS
This training increases awareness about depression. It teaches participants how to 
recognize the signs and symptoms and identifies resources that can help depressed 
individuals and their loved ones.
Training duration: 60-90 minutes

GOOd GRIef: cOPING wITh lOSS
Loss is an unavoidable part of life: We will all experience the loss of someone or 
something dear to us. This seminar helps participants understand the grieving 
process and how to cope with loss, as well as how to give support to someone else 
who is grieving.
Training duration: 30-90 minutes

hAVING The TIMe Of yOuR lIfe: 
eNjOyING The TRANSITION TO ReTIReMeNT
This workshop helps participants learn how to anticipate and manage the emotional 
aspects of retirement. Areas of focus include caring for one’s emotional health, the 
impact of retirement on a marriage and the importance of staying mentally and 
physically active.
Training duration: 30-60 minutes
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heAlThy eATING ANd STReSS MANAGeMeNT
Participants explore the relationship between unhealthy eating and stress, and 
learn ways to develop healthier eating and stress management habits.
Training duration: 30-90 minutes

keePING The “hAPPy” IN hOlIdAyS
The holiday season can bring mixed feelings of joy, anticipation, disappointment 
and sometimes depression. This training helps participants learn how to set realistic 
expectations for the holidays, establish priorities and limits for holiday obligations, 
and focus on what’s really important.
Training duration: 30-45 minutes

lAuGh IT Off: uSe huMOR TO cOMbAT STReSS
Laughter is our body’s natural stress-release mechanism. Training participants learn 
how laughter wards off stress and improves mood and how to incorporate laughter 
into their daily lives.
Training duration: 60 minutes

MANAGING A chRONIc IllNeSS: 
dON’T leT The cONdITION defINe yOu
Chronic illnesses have a profound effect on the physical, emotional and mental 
well-being of individuals, often making it difficult to carry on with daily routines and 
relationships. Participants learn skills to cope with a chronic illness and strategies to 
educate and assist those who are living with chronic illness. 
Training duration: 60-90 minutes

MANAGING ANxIeTy
This training offers insight on how to understand, identify and better cope 
with symptoms of anxiety and fear. Participants learn coping strategies for 
themselves, their children and loved ones who may be experiencing symptoms 
of anxiety.
Training duration: 30-90 minutes

MANAGING STReSS fOR lIfe
If not managed, stress can have negative effects on our emotional and physical 
health. Participants learn to recognize sources of stress in their lives, recognize the 
signs and symptoms of unmanaged stress and utilize effective coping strategies to 
better manage stress.
Training duration: 30-90 minutes

MeMORy fITNeSS: PROTecTING A VAluAble ASSeT
Training participants learn what memory is and how it works. They also gain tools 
for sharpening memory functioning and preventing memory loss.
Training duration: 60 minutes
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POSITIVe PSychOlOGy: 
The SeARch fOR hAPPINeSS
Positive psychology is the study of the strengths, attributes and behaviors that 
enable individuals, families and communities to thrive in an emotionally healthy 
way. Learn how positive emotions are linked to increased longevity, lowered rates 
of depression and emotional distress, good health and better coping skills during 
hardships or times of stress.
Training duration: 60 minutes

STReSS MANAGeMeNT ANd heAlThy well-beING
This workshop helps participants understand the impact of negative stress on 
their overall well-being, as well as how it contributes to certain medical conditions. 
Participants learn how to identify the sources of stress in their lives, and strategies 
for managing stress. Recommended as a follow-up to the “Managing Stress for Life” 
workshop.
Training duration: 60-90 minutes

PeRSONAl deVelOPMeNT
ANGeR MANAGeMeNT
This training helps participants understand how they express anger and find 
constructive ways of managing angry feelings. Upon workshop completion, each 
participant will be able to explain how anger occurs, understand the constructive 
and destructive effects of anger, and develop a personal anger management 
plan.
Training duration: 60-90 minutes

cReATIVe wAyS TO ReSOlVe dIffeReNceS
The word “conflict” often conjures negative images that inevitably lead to disastrous 
outcomes. But it doesn’t have to be that way. This workshop assists participants in 
learning the principles of successful conflict management and how to apply those 
principles to specific personal and workplace situations.
Training duration: 60-90 minutes

GAINING POweR by chANGING The wAy yOu ThINk
The power of positive thinking can help employees reduce anxiety and stress. Workshop 
participants explore this relationship and practice techniques that can help them maintain 
a more optimistic response to negative experiences and events.
Training duration: 30-90 minutes

GeTTING bAck TO NORMAl: 
wheN “NORMAl” hAS A New MeANING
Living a “normal” life may seem impossible during uncertain times, but it is 
possible to live a life free from fear. Workshop participants learn how to deal 
with the loss of what they formerly considered “normal” in their daily lives, and 
to identify strategies for carrying on productive lives in the midst of ongoing 
concerns.
Training duration: 60-90 minutes
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GeTTING heAlThy fOR lIfe
Adopting a healthy lifestyle and getting fit for life can seem overwhelming for most 
people. Participants learn steps they can take to improve their short-term and long-
term health through healthy eating and exercise.
Training duration: 60 minutes

kIck IT! SucceSSfully quIT TObAccO uSe
A variety of biological, psychological and social factors are associated with addiction 
to tobacco. Participants gain a better understanding of their addiction, and learn 
quitting strategies and tips for preventing relapse.
Training duration: 60 minutes

MANAGING chANGe 
Change is normal, natural and inevitable. In this workshop, participants learn 
how to anticipate their response to change and develop resilience so that they 
can successfully manage the effects of change.
Training duration: 30-120 minutes

MANAGING heAlTh behAVIOR chANGe 
Whether they are considering changing a bad habit, an addiction or lifestyle, 
attendees at this workshop gain insight into the process of change and receive 
step-by-step instructions for making healthy, informed and responsible changes. 
Training duration: 60-90 minutes

SleeP: uNdeRSTANdING The bASIcS 
Sleep is a biological imperative, so when we push the limits of our biological 
clock, there are consequences. This workshop helps participants understand 
how sleep quality affects their health, productivity and emotional well-being. 
They will also learn about the components of good sleep hygiene and treatments 
for sleep disorders.
Training duration: 30-60 minutes

The POweR Of POSITIVe ThINkING
Positive thinking may be the most important component of all successful 
endeavors—be it success in terms of high job performance, satisfying interpersonal 
relationships, effective leadership abilities, maximum physical and mental health 
or personal goal attainment. Participants learn practical strategies for transforming 
negative thoughts into positive energy.
Training duration: 30-60 minutes

TIMe budGeTING: GeTTING IT All dONe
With so much to juggle between work and home responsibilities, many people 
are struggling to keep pace. For some of us, it could be a case of piling too much 
on our plates. For others, it might be that we are poor time managers. Workshop 
participants learn about the relationship between time management and stress, 
and how to successfully manage their time.
Training duration: 60-90 minutes
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leGAl/fINANcIAl ISSueS
eSTATe PlANNING, wIllS ANd TRuSTS
Workshop attendees learn why it is important to undertake estate planning, what 
assets to include, what tools are available and how the process works. Participants 
also develop strategies for communicating about estate planning with older 
relatives and other family members.
Training duration: 60 minutes

fINANcIAl uNceRTAINTy: whAT TO dO—TOdAy!
This training helps people identify a personal action plan for financial management 
and change management strategies. Participants learn how they can practice 
resilience so they can successfully manage the effects of financial changes.   
Training duration: 60 minutes

GeTTING STARTed: fINANcIAl bASIcS
This lesson shows attendees how to give themselves a fiscal checkup and save 
money to meet their goals. Attendees learn how to set goals for short-term and 
long-term saving and investing, calculate what they need to save now to afford 
retirement, college or other plans, and make a budget and saving plan that fits their 
income, goals and needs.
Training duration: 60-90 minutes

leGAl ISSueS fOR OldeR OR dISAbled RelATIVeS
This workshop reviews key estate planning decisions people need to make for 
their future, describes the legal tools that assist older people and disabled family 
members when others must make decisions for them, and identifies how and when 
to utilize these tools. Finally, attendees learn how to prepare for a meeting with an 
older relative’s attorney.
Training duration: 60 minutes

POweRS Of ATTORNey ANd AdVANce dIRecTIVeS
Workshop attendees gain a solid understanding of advance directives and their 
benefits, the difference between a “living will” and a “durable power of attorney” 
and preparation tips. Participants also develop strategies for communicating with 
older relatives about the need for advance directives.
Training duration: 60 minutes

wORk/lIfe ISSueS
AchIeVING A beTTeR wORk-lIfe bAlANce 
Participants learn how to increase awareness of how well they manage the 
demands of their employer and family and how to achieve a healthy balance 
between their work and personal lives.
Training duration: 30-90 minutes



14



15

AdOleSceNTS ANd dRuGS: A GuIde fOR fAMIlIeS
Adolescence is a time for discovery, curiosity and fun. It’s also a time of rapid 
physical and emotional change, friction with parents and stress—all factors that 
can contribute to adolescent drug use. In this seminar, parents and other caring 
adults learn what they can do to prevent drug use or respond if substance abuse is 
known or suspected.
Training duration: 60-90 minutes

cARING fOR AGING RelATIVeS: 
ReSOuRceS ANd STRATeGIeS
Worry, distraction, exhaustion, time missed from work—these are symptoms of 
burnout that a working caregiver knows all too well. Elder care resources and 
strategies can help. Workshop participants learn how to negotiate both the 
public and private service mazes, how to cope with long-distance caregiving 
responsibilities, and how to plan for long-term needs.
Training duration: 60-90 minutes

fAMIly MATTeRS: NuRTuRING 
yOuR MOST IMPORTANT RelATIONShIPS
Families offer havens of growth and security, but the individual members 
must work to nurture each bond. Participants explore strategies to foster their 
relationships—whether with a spouse, long-term partner, child or stepchild.
Training duration: 60 minutes

GeTTING INVOlVed IN yOuR chIld’S SchOOl:
A GuIde fOR wORkING PAReNTS
While working parents generally don’t have a lot of time to become involved 
in their children’s schooling, they can make a difference through contact and 
dialogue with teachers and administrators, as well as by helping with special 
projects. This seminar focuses on ways that working parents can maintain 
involvement and help their children get the most out of school.
Training duration: 60-90 minutes

hOw TO SelecT chIld cARe
Choosing an appropriate child-care arrangement is one of the most critical 
childrearing decisions for working parents. This seminar reviews the types of 
care available, how to choose the right arrangement, and what to look for when 
visiting or interviewing a provider.
Training duration: 60-90 minutes

RelATIONShIP SucceSS 
fOR yOu ANd yOuR PARTNeR
Why do some committed relationships succeed, and others fail? What can 
couples do to reduce the risk of failure in their own relationship? This workshop 
offers participants a mix of awareness and skill-building discussion and 
strategies they can implement to build a stronger relationship.
Training duration: 60-90 minutes
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SINGle PAReNTING SucceSS
Workshop attendees learn how to avoid common pitfalls of single parenting 
and increase their confidence in their abilities as single parents. Topics 
include garnering support and information from teachers, and dealing with 
issues of a blended family.
Training duration: 60-90 minutes

SucceSSful PAReNTING
Workshop participants learn from each other as well as the instructor as they strive 
to improve their parenting skills. The trainer describes each child developmental 
stage and suggests age-specific strategies for dealing with a baby, toddler, 
preschooler, school-age child and teenager.
Training duration: 60-90 minutes

TAlkING TO yOuR AGING 
RelATIVeS AbOuT The fuTuRe
This workshop helps participants effectively communicate with older relatives about 
long-term planning related to financial, legal, health care and social issues.
Training duration: 60-90 minutes

wORkPlAce ISSueS
A GuIde TO ASSeRTIVe cOMMuNIcATION
This workshop addresses the importance of assertiveness and how it differs from 
aggressiveness or passiveness. Participants learn how to become more assertive 
and how to improve communication, leadership and conflict management skills.
Training duration: 60-90 minutes

AVOIdING ANd cOPING wITh buRNOuT
To protect workers from burnout, this workshop helps attendees foster personal 
characteristics that will help them avoid this emotionally-draining syndrome. They 
learn to use healthy lifestyle skills and create an action plan to cope with burnout.
Training duration: 60 minutes

deAlING wITh dIffIculT PeOPle
Most of us are guilty of being “difficult to get along with” at certain points in our life, 
but some people seem to provide us with more than a fair share of difficulty all of 
the time! This workshop looks at overall strategies for dealing with difficult people, 
including bullying behavior, then explores specific things participants can do to cope 
effectively with difficult personality types.
Training duration: 30-90 minutes
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dOwNSIzING: 
GAINING ReSIlIeNce ANd MOVING fORwARd
This workshop helps employees work through their emotional reactions to the 
downsizing of their job and to understand the stages of transition. Attendees 
develop a personal action plan of strategies, tools and resources to assist them in 
the transition process.
Training duration: 60-90 minutes

effecTIVe wORkPlAce cOMMuNIcATION
Now more than ever, communication plays a major role in both business and 
personal relationships. Participants learn to recognize the factors that often interfere 
with communication, and develop skills that contribute to effective interpersonal 
communication in the workplace.
Training duration: 60-90 minutes

eMPlOyee eAP ORIeNTATION
This program introduces employees to the EAP so that they feel comfortable 
accessing services. Employees learn what the EAP is, reasons they might use 
services and how the program works. Issues such as confidentiality are also 
discussed.
Training duration: 60-90 minutes

MANAGING MulTIPle PRIORITIeS AT wORk
In this high-speed, high-expectation world, many employees feel significantly 
overwhelmed by their workload. This workshop offers participants skills and 
strategies to help them gain greater control over their workday, reduce their 
stress levels and accomplish their most important tasks.
Training duration: 90 minutes

NuRTuRING ReSPecT IN The wORkPlAce
What behaviors are acceptable in the workplace? Which are not? Attendees 
explore their role in helping to create a work environment conducive to positive 
interactions. They identify deficiencies in their own behavior, and learn how to 
have an assertive discussion with a co-worker about problem office behavior.
Training duration: 45-60 minutes

RecOGNIzING ANd ReSPONdING TO SIGNS Of 
AGGReSSION IN The wORkPlAce
Aggressive and violent acts in the workplace can have devastating effects on 
morale and organizational quality of life. This workshop raises awareness of 
aggression in the workplace, outlines ways in which workplace aggression can 
be prevented and/or defused and encourages all employees to contribute to a 
safe workplace. A training titled “Managing Aggression in the Workplace” is also 
available for managers and supervisors (see page 20).
Training duration: 60-90 minutes
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SexuAl hARASSMeNT
This workshop increases employees’ awareness of, and prevents, sexual harassment 
in the workplace. Participants learn how to differentiate between facts and myths 
about sexual harassment. Federal laws and company policies that protect workers 
from sexual harassment are discussed. A sexual harassment training for managers 
and supervisors is also available (see page 22).
Training duration: 60-90 minutes

SubSTANce AbuSe AwAReNeSS ANd ASSISTANce
This workshop provides employees with a greater understanding of the impact of 
substance abuse on the workplace.
Training duration: 30-90 minutes

SucceSSful TeAM buIldING: 
A ThRee-PART TRAINING

Part 1: Communication Skills
Participants identify different communication styles and their impact on effective 
team work. Participants also use skills for effective communication, such as active 
listening and giving constructive feedback, and learn techniques for resolving 
conflict within a team.
Training duration: 90-120 minutes

Part 2: Self-empowerment
A successful organization is comprised of teams of people who are “empowered.” 
This means that every individual within the organization takes responsibility for 
developing his or her capabilities to the fullest. Participants assess their own 
empowerment qualities, including core beliefs and values, self-esteem and attitude, 
and learn how to make decisions and relate to others.
Training duration: 90-120 minutes

Part 3: Team Empowerment
Team building values each individual’s contribution to the work group. Each team 
member possesses unique strengths, and combined with other team members, 
they further the goals of their work group and their organization. Participants learn 
the stages of team development, understand team dynamics and assess the needs 
of their work group.
Training duration: 90-120 minutes

SucceSSful TelecOMMuTING:
A cOuRSe fOR eMPlOyeeS
Technology has made it easier for off-site employees to stay in touch, allowing 
many workers to telecommute. This training examines the benefits of 
telecommuting and allows participants to assess if they are a good candidate for 
telecommuting. It prepares participants for working remotely and making their 
telecommuting arrangement a success. 
Training duration: 60-90 minutes
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The SuRVIVOR’S GuIde TO dOwNSIzING: 
whAT’S NexT?
Attendees work through their emotional reactions to being a downsizing 
survivor, and discover ways to thrive in the new organization and cope with the 
challenges it brings. They develop a personal action plan of strategies, tools 
and resources to help them transition through current and future organizational 
changes. A similar training is available for supervisors and managers (see page 
22).
Training duration: 60-90 minutes

ThRIVING IN A MulTIGeNeRATIONAl wORkPlAce
When managed effectively, multigenerational work environments can be a source 
of positive challenge, opportunity and significant growth. Participants increase their 
understanding of differences between the generations in today’s workforce and 
learn how to work with those differences and enjoy them.
Training duration: 60-90 minutes

VAluING dIVeRSITy IN The wORkPlAce
The American workplace includes people of diverse cultures and backgrounds, 
bringing a wider breadth of experience and ideas to an organization. But it can 
also create a clash of cultures that brings tension, frustration and conflict into a 
work group. This workshop helps supervisors, administrators, consultants and all 
employees effectively address issues related to workforce diversity.
Training duration: 60-90 minutes

TRAININGS fOR MANAGeRS
ANd SuPeRVISORS
cORPORATe ReSPONSe TO dOMeSTIc VIOleNce:
A MANAGeR’S GuIde
This workshop addresses the problem of domestic violence as it relates to the 
workplace, with a focus on the role of managers in responding to workers affected by 
domestic violence.
Training duration: 60-90 minutes

eAP ORIeNTATION fOR SuPeRVISORS
This training increases the supervisor’s knowledge of the EAP, including the services 
it provides, how the program works and how it can be used as a management 
resource when dealing with a troubled employee.
Training duration: 60-90 minutes

GuIde fOR SuPeRVISING AN eMPlOyee wITh A 
dISAbIlITy
Gain an understanding of the Americans with Disabilities Act and how it affects the 
manager’s role and responsibilities when supervising disabled employees. Learn 
how to interact with disabled employees with professionalism and sensitivity.
Training duration: 60 minutes
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MANAGING AGGReSSION IN The wORkPlAce
This interactive workshop increases awareness and capabilities with regard to 
managing threats of violence and other aggressive behaviors in the workplace.
Training duration: 60-90 minutes

MANAGING ANxIeTy IN The wORkPlAce:
A GuIde fOR SuPeRVISORS
Participants take a closer look at the reality of anxiety in today’s workplace and 
analyze its effects on productivity. Managers learn how to develop a proactive 
strategy and acquire the leadership skills that are necessary to help employees 
deal with stress in a changing environment.
Training duration: 60-90 minutes

MANAGING fOR TOP PeRfORMANce
This seminar focuses on the importance of leadership setting a positive work culture in 
order to develop and strengthen high-performance teams. Key materials from the body 
of research called “emotional intelligence” are presented and discussed.
Training duration: 60 minutes

MANAGING ReMOTe wORkeRS SucceSSfully 
(INTeRMedIATe leVel ReMOTe wORkeR TRAINING)
This training is for employers who have already implemented a successful remote 
worker program. It helps employers fine tune their remote worker program by 
helping managers strengthen their ability to handle challenging situations, create 
an effective team environment, assist staff with their professional development, 
and enhance team communication.
Training duration: 90-120 minutes

MeMbeR ASSISTANce PROGRAM 
ORIeNTATION fOR uNION RePReSeNTATIVeS
This training increases the union representative’s knowledge of the MAP, including the 
services it provides, how the program works and how it can be used as a resource when 
dealing with a troubled member.
Training duration: 60 minutes

MeMbeR ASSISTANce PROGRAM ORIeNTATION fOR 
uNION RePReSeNTATIVeS ANd SuPeRVISORS
This training increases the union representative’s and supervisor’s knowledge of the 
MAP, including the services it provides, how the program works and how it can be 
used as a resource when dealing with a troubled member.
Training duration: 60 minutes

PeRfORMANce MANAGeMeNT IN AN eNVIRONMeNT 
Of uNceRTAINTy
This training focuses on managing employee performance in an environment of 
constant financial and political uncertainty. Managers learn to recognize and address 
employee performance issues that may be a consequence of societal stressors.
Training duration: 60-90 minutes
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ReASONAble SuSPIcION dRuG TeSTING
Managers can find out what to do if they suspect an employee of being under the 
influence of alcohol or drugs.
Training duration: 60-90 minutes

ReSPONdING TO SubSTANce AbuSe IN The 
wORkPlAce: A GuIde fOR SuPeRVISORS
This workshop provides managers and supervisors with a greater understanding of 
the impact of substance abuse on the workplace. Participants learn specific skills 
for identifying and responding to employees with substance abuse problems.
Training duration: 60-90 minutes

ReSPONdING TO SubSTANce AbuSe IN The 
wORkPlAce: dOT STyle
To comply with Department of Transportation (DOT)-mandated training requirements 
for supervisors, this workshop addresses the impact substance abuse has on safety-
sensitive positions and the workplace. Participants learn specific skills for identifying 
and responding to employees with substance abuse problems and review the DOT 
regulations regarding alcohol and drug testing procedures.
Training duration: 120 minutes

SexuAl hARASSMeNT: 
A TRAINING fOR MANAGeRS ANd SuPeRVISORS
This workshop increases awareness and capabilities with regard to sexual 
harassment in the workplace. Federal laws and company policies regarding sexual 
harassment are discussed. A sexual harassment training for employees is also 
available (see page 19).
Training duration: 60-90 minutes

SucceSSful TelecOMMuTING: 
A cOuRSe fOR MANAGeRS
Technology has made it easier for off-site employees to stay in touch, prompting 
many employers to offer telework opportunities to their employees. Training 
participants understand what makes remote workers successful and how to choose 
them, and learn the secrets of successful remote management.
Training duration: 60-90 minutes

The SuRVIVOR’S GuIde TO dOwNSIzING: 
fOR MANAGeRS
Attendees work through their emotional reactions to being a downsizing 
survivor, and discover ways to thrive in the new organization and cope with 
the challenges it brings. They also will understand the importance of being an 
effective leader during a downsizing transition.
Training duration: 60-90 minutes
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